
 

i 

TABLE OF CONTENTS 
 ________________________________________________________________ 
Chapter 
 

1. Starting A Unit Program 
 
A. Establishing a POPFAC…………………………………………………………………… 1-A-1 
B. Designating an Education Services Officer……………………………………………….. 1-B-1 
C. Designating Proctors………………………………………………………………………. 1-C-1 
 

2. Requesting Exams 
 
A.  Correspondence Course Information………………………………………………………. 2-A-1 
B.  Determining Member Eligibility…………………………………………………………… 2-B-1 
C.  Using the ACGI-2100 Order Form…………..………………………………………………. 2-C-1 
D.  Ordering the EOCT…………..…………………………………………………………….. 2-D-1 
 

3.  Receiving Exams 
 
A.  The EOCT Package………………………………………………………………………… 3-A-1 
B.  Obsolete Courses and EOCT’s……………………………………………………………… 3-B-1 
C.  Correspondence Course Disenrollment…………………………………………………….. 3-C-1 
D.  Library EOCT……………………………………………………………………………… 3-D-1 
E.  Library EOCT Procedures and Policies……………………………………………………. 3-E-1 
F.  Course Materials Library…………………………………………………………………… 3-F-1 
 

4. Managing Inventories 
 
A.  EOCT Log…………………………………………………………………………………… 4-A-1 
B.  Student Data Page/EOCT Log Instructions………………………………………………… 4-B-1 
C.  Performing the Monthly EOCT Inventory(CGI-2440)…………………………………….. 4-C-1 
D.  Using the EOCT Inventory Statement………….…………………………………………… 4-D-1 
E.  EOCT Inventory Statement Warning Codes…….………………………………………….. 4-E-1 
F.  Using the Student Status Report(CGI-2430)………………………………………………. 4-F.-1 
G.  Student Status Report Warning Codes……………………………………………………… 4-G-1 
H.  Lost and/or Compromised EOCT…………………………………………………………… 4-H-1 
I.  Non-receipt or Lost EOCT in the Mail………………………………………………………. 4-I-1 
J.  EOCT Lost at OPFAC……………………………………………………………………….. 4-J-1 
K.  Student Transfers……………………………………………………………………………. 4-K-1 
L.  Student Separations………………………………………………………………………….. 4-L-1 
M.  EOCT Audits………………………………………………………………………………… 4-M-1 
 ________________________________________________________________ 
  Continued on next page 
 
 



 

ii 

TABLE OF CONTENTS 
 ________________________________________________________________ 
Chapter 
 

5. Administering Exams 
 
A.  Proctoring Procedures……………………………………………………………………….. 5-A-1 
B.  EOCT Answer Sheet (CGI-2800)…………………………………………………………… 5-B-1 
C.  Electronic EOCT Answer Sheet (ACGI-2800)………………………………………………    5-C-1 
D.  Returning the Exam…………………………………………………………………………. 5-D-1 
E.  Mailing Requirements………………………………………………………………………. 5-E-1 
F.  Course Completion Letters………………………………………………………………….. 5-F-1 

 
Appendix A 
 
Communicating with the Institute………………………………………………………………. A-1-A-3 
Communication with Subject Matter Specialists………………………………………………..    A-4-A-5 
 
 

Appendix B 
 
Scratch Paper …………………………………………………………………………………...     B-1 
 
 

Appendix C 
 
Direct Access ……………………………………………………………………………………    C-1 
 _______________________________________________________________ 
 




